Jodi Shachter






496 Saddlebrook Lane






Home: 847-609-7945  

email: jbshachter628@gmail.com
Summary:
Objective: To support and provide administrative services which will allow the company to serve your clients better with my knowledge and expertise. Versatile secretarial offering administrative experience in both law and accounting firms.

Highlights:
· Microsoft Office Proficiency


-     Time Management

· Excel Spreadsheets



-     Advance MS Office Suite knowledge

· Meticulous attention to detail


-     Resourceful

· Certified Legal Office Assistant

-     Dedicated team player
· Results oriented



-     Strong interpersonal skills

Experience:
December 2009 to March 2020





Highland Park, IL
Lighthouse Realty, Ltd.

· Answered phone calls, greet incoming clients, prepare correspondence and
and other documentation as needed.  Scheduled appointments, filing, handled all incoming and outgoing faxes

December 2008 to December 2009





Arlington Heights, IL

Secretary

Robert N. Klaskin Ltd

· Assembled tax returns, prepare correspondence and other documentation,
data entry.  Made copies, sent faxes and handled all incoming and outgoing

correspondence.  Organized files, developed spreadsheets, faxed reports and

scanned documents.  Created and maintained spreadsheets using advanced

Excel functions and calculations to develop report and lists.

December 2004 to December 2008





Arlington Heights, IL

Data Entry

Nicholas G. Kekos Ltd
· Managed the receptionist area, including greeting visitors and responding

to telephone and in-person requests information.  Made copies, sent faxes

and handled all incoming and outgoing correspondence.  Assembled tax

returns, prepare correspondence and other documentation.

December 1996 to December 2004





Skokie, IL
Secretary

Herbert B. Dubrow, Attorney At Law
· Managed the receptionist area, including greeting visitors and responding

to telephone an in-person requests for information.  Maintained the front

desk and receptionist area on a neat and organization fashion.  Planned 

meetings and prepared conference rooms.  Made copies, sent faxes and

handled all incoming and outgoing correspondence.  Organized files, 

developed spreadsheets, faxed reports and scanned documents.  Wrote

reports and transcribed correspondence from dictation and handwritten notes.
Education:
Triton Community College






River Grove, IL

Associates of Applied Sciences in Legal Office Assistant

